
 

 
 

 

Job Description 

Title:  Assistant to the Registrar 
Division: Making Waves Academy Schools  
Location: Richmond, CA  
Reports to: Registrar 
Status:  Non-Exempt 
 
Position Summary 
The role of the Assistant to the Registrar, under the supervision of the Registrar, is responsible for 

proactively supporting the office that works with faculty members in determining the academic calendar 

and ensuring students and families have received proper communication related to school activities. 

This includes creating weekly and monthly attendance reports, identifying truancy issues, maintaining 

registration information, as well as being available to answer current student and parent questions.  

 

Primary Responsibilities  

 Maintain weekly SARB Log for both the Middle and Upper School, updating student attendance 
and identifying students with truancy issues 

 Create truancy letters as necessary, and follow up with Dean’s office for approval, and with the 
operations team for mailing 

 Support the submission for all attendance documentation, including absence verifications, tardy 
slips, suspensions, student services (counseling, Social worker, RSP, IEP), and any school activity 
updates (sports, field trips, etc.) 

 Maintain teacher rosters and dismissal logs, and communicate with faculty, parents, and staff to 
ensuring accuracy and efficiency of this process 

 Create efficient systems to log files regarding attendance and enrollment, including teacher 
rosters, dismissal logs 

 Compile and present monthly attendance data using school database to create visual graphs  

 Manage School Messenger on a daily basis to troubleshoot automated outgoing calls to families 

 Communicate with families regarding emergency contact (vital) forms, and follow up to ensure 
information is updated in PowerSchool  

 Attend meetings as required regarding attendance and other related information 
 
Requirements 
 
Experience 

 Minimum 2 years of relevant work experience required 
 

Skills  

 Excellent organization, relationship building, and communication skills 

 Ability to maintain records, prioritize tasks, and consistently demonstrate strong decision 
making and judgment skills 

 Ability to maintain large databases of information, synthesize data, and effectively communicate 
information with various stakeholders in the school community 

 Customer service mindset and attention to detail leading to timely and accurate dissemination 



of information 

 Ability to learn and use technology platforms such as PowerSchool, SchoolMint, Schoolzilla, 
SchoolMessenger 

 Knowledgeable of Microsoft Office 

 Fluent in Spanish highly desired 

 
 

Education 

 Bachelor’s degree required 
 


